June 24, 2004

TO: County Personnel Policy Board Members

SUBJECT: Personnel Policy Board Meeting
Thursday, July 1, 2004
1:30 p.m., Commissioners Hearing Room
County-City Building, Room 112

AGENDA

ITEM 1: Request to amend Rule 17.3 of the Personnel Rules — Starting Rate at
Original Appointment.

ITEM 2: Request to create Natural Disaster Leave Donation Policy.

ITEM 3: Miscellaneous Discussion.

pc: Kerry Eagan Judy Foote, EAT
Brett Wheeler, FOP Gary Young
Melvin Moore, AFSCME Department Heads

Tom Fox
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17.3 Starting Rate at Original Appointment (Revised 6/04)

fa——O0riginal appointment to any position shall be made at the minimum rate of a pay
grade, and advancement from the minimum rate to the maximum rate within a pay grade shall be

based on performance and length of service.

(¥a)  Upon recommendation of the Department Head, the Personnel Officer may
approve initial compensation at a rate higher than the minimum rate in the grade for the class when
the needs of the service make such action necessary; provided that any such exception is based on the
outstanding and unusual character of the employee's experience and ability over and above the
qualification requirements specified for the class, or that a critical shortage of applicants exists. In the
latter case, any incumbents subject to the same labor market conditions and receiving a lower rate

shall have their rates increased to the rate established for entrance of new employees.

(2b)  The Personnel Officer, upon recommendation of the Department Head, may
authorize employment in a trainee capacity provided the needs of the service make such action

necessary. Compensation will be established at no greater than fifteen percent below the minimum
rate for the class. The trainee shall be given work experience so as to meet minimum qualifications

for the entry level position within one (1) year.

(3c)  When an employee is employed in a class in which he was previously
employed up to two years prior, the Personnel Officer may authorize compensation ar-up to the step
of the pay grade corresponding to that which the employee had been receiving upon the termination of

his previous service.

Rulel7_3.wpd
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2003-2

NATURAL DISASTER LEAVE DONATION POLICY
Introduction:

The County of Lancaster recognizes that there are instances in which an employee may personally
suffer significant losses of property from a natural disaster requiring an employee to be absent from
work. The County also recognizes that when these instances occur, co-workers of the employee who
personally experienced a significant property loss as the result of a natural disaster desire to assist the
employee until the employee can return to work. This policy bulletin is intended to establish
guidelines for employees of Lancaster County to donate accrued vacation time and personal
convenience holidays to another employee who personally suffered a significant property loss as a
result of a natural disaster to be used as paid leave by the employee who personally suffered the
significant property loss.

l. POLICY

In the event the Governor of the State of Nebraska declares a state of emergency as the result of a
natural disaster, it shall be the policy of the County of Lancaster to allow employees the opportunity
to donate accrued vacation leave and personal convenience holidays to the benefit of another County
employee who personally suffered a significant property loss as the result of the natural disaster.

. PROCEDURE

A. Employees Covered

All classified and unclassified employees who earn leave and have been employed a minimum of
twelve consecutive months shall be eligible to participate in the Natural Disaster Leave Donation
Program.

B. Recipient Employee Eligibility

To be eligible to receive leave donated pursuant to this policy, an employee must meet the
following conditions:

1. The employee must have personally suffered a significant loss of property, as the result of
a natural disaster, including but not limited to, the physical destruction of or a significant
damage to the employee’s personal residence.

2. The employee must provide a verification of the significant property loss or damage
satisfactory to the County.

3. The employee must have a minimum of one year of service with the County.
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4. The employee must not have offered anything of value to another employee in exchange

for the leave donation.

5. No more than 80 hours of natural disaster leave may be received by the employee for any
given state of emergency.

6. The employee must complete the Natural Disaster Donation Request Form and submit the
form to the employee’s department head, and the Personnel Director, who will certify that
the employee is eligible to participate in the leave donation program.

C. Donor Employee Eligibility
1. The employee must have an accrued vacation leave balance of at least forty hours
subsequent to making a leave donation.
2. The employee must donate Personal Convenience Holidays in only eight-hour increments.
Vacation may be donated in four-hour or eight-hour increments.
3. The employee must not have solicited nor accepted anything of value in exchange for the
donation.
4. The employee must complete and have witnessed the Natural Disaster Donation Form.
D. How to Apply For or Donate Leave
1. An employee who qualifies for natural disaster leave shall complete the Natural Disaster

Leave Donation Request Form and submit it to the department head who shall, in
conjunction with the Personnel Director, review it for approval or denial.

2. Upon approval, donor employees shall complete the Natural Disaster Donation Form
indicating a willingness to donate vacation or Personal Convenience Holiday time and the
amount of said time to be donated. This form shall also be signed by a witness to the
donor’s signature. The completed form should then be forwarded to the payroll person in
the department of the requesting employee.

3. Employees donating their time are doing so strictly on a voluntary basis and will have
their vacation or Personal Convenience Holiday leave balances irrevocably debited for the
amount of time transferred to the recipient employee. The transferred time will be placed
in the recipient employee’s vacation leave account.

4. The Personnel and County Payroll Departments will monitor hours donated. The time
donated will be on an “hour-for-hour” basis to the recipient employee.
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5. Vacation hours transferred are done so in four-hour or eight-hour increments. Personal

Convenience Holiday hours transferred are done so in eight-hour increments. All time
donated must be used by the recipient for recovery from the property loss associated with
the natural disaster. In no event shall the employee be allowed to utilize time donated
pursuant to this policy as an addition to the employee’s approved vacation balance.

Subsequent to the receipt of the leave donation forms, the Personnel Department shall
credit the recipient employee’s vacation leave balance. An employee who is receiving
natural disaster leave donated by other employees shall be allowed to accrue vacation and
sick leave while in that status, however, all donated leave shall first be used prior to the
use of the employee’s accrued vacation leave time.

RETROACTIVE

The Natural Disaster Leave Donation Policy shall be retroactive to May 24, 2004.

Don Taute, Personnel Director Date

Ray Stevens, Chair Date
Board of County Commissioners

ppbndld County
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CITY OF LINCOLN -- LANCASTER COUNTY
Natural Disaster Leave Donation Request Form

(To be completed by Requesting Employee)

, an employee in ,
(Name) (Department)

has requested vacation leave/Personal Convenience Holiday donations under our Natural
Disaster Leave Donation Program and meets the conditions of our Natural Disaster Leave
Program per the attached verifying documentation. My signature hereto acknowledges
that [ agree to release, indemnify, and hold harmless, the City of Lincoln and Lancaster
County from any claim I might have relating to the release of only my name to City or
County Departments advising them that I am eligible for Natural Disaster Leave
Donations.

Employee Signature Date

Social Security Number:

APPROVED:

Department Head Date

APPROVED:

Personnel Director Date

Employee: Forward this request form and verifying documentation to your department
head.

Created 6/2004



CITY OF LINCOLN -- LANCASTER COUNTY
Natural Disaster Leave Donation Form

(To be completed by Donating Employee)

To be eligible to donate vacation leave/Personal Convenience Holiday (PCH):

1. Personal Convenience Holiday may be donated in only eight-hour
increments.

2. Vacation may be donated in four-hour or eight-hour increments.

3. Must not have solicited nor accepted anything of value in exchange
for the donation.

4. Must have remaining to his/her credit at least 40 hours of accrued

vacation leave.

Name of employee you are contributing to:

Number of hours you are donating:

Vacation Hours PCH Hours

I understand my vacation leave/Personal Convenience Holiday balance(s) will be
decreased by the hours I am donating and that my vacation leave/Personal
Convenience Holiday hours shall be irrevocably credited to the recipient’s
vacation leave account.

Your Signature ( )

please print name

Your Social Security Number

Witness Signature

Date

Employee: Forward this donation form to the payroll person in the department of the

emelozee you are contributing the hours to.
FOR PERSONNEL DEPARTMENT USE ONLY

Adjusted balances as of:

Created 6/2004



